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SECTION 1 -  GENERAL INFORMATION 

Welcome to the Frederick County Fire and Rescue Department – Training Division Fire 

and Emergency Medical Services Programs.  We are pleased that you have chosen to 

help our educational programs by offering to assist with instruction of new 

candidates that strive to become certified as emergency responders. 

The officers of the Training Division are committed to quality and excellence in 

firefighting and pre-hospital educational training.  Because you are now assisting as 

an instructor, you are becoming a mentor to those who strive to help others.    

This Instructor Guidelines document is an annual publication that provides staff with 

information about Administrative and Academic Policies.  This 2016 – 2017  edition is 

effective July 1, 2016,  and applies to all instructors assisting with any Training 

Division program on or after this date.   

All Instructors, regardless of status, assisting with a Training Division program are 

responsible for reading and understanding the information and policies in this 

manual.  For the safety of all, and to ensure a higher level of education excellence 

and professional behavior, strict adherences to the policies contained in this 

document are required by all faculty. 

The Training Division is committed to quality and excellence in pre-hospital and 

emergency training.  We strive to offer the best educational experience and realistic 

training that can prepare you for certification examinations.  Our training facilities 

and equipment are “state-of-the-art” and maintained with the purpose of providing a 

safe and genuine experience of a real-life emergency.  If at any time you have a question 

or concern about any faculty or facility, please feel free to contact a Training 

Division officer. 

Again, welcome to our programs; we hope you enjoy your experience. 

FIRE AND EMS ACADEMIES HISTORY 

Since 1998, the Training Division of the Frederick County Fire and Rescue Department 

has been coordinating, planning, implementing, and funding the training of Fire, 

Emergency Medical Services, Hazardous Materials, and Specialized Rescue training in 

order to ensure the provision of comprehensive public safety services to the 

Northern Shenandoah Valley region, the Commonwealth of Virginia, and the nation.  In 

an era of scarce public resources, the Training Division’s intent was to maximize 

current fiscal funding by eliminating duplication of facilities, materials, services, and 

planning with respect to training; thus the formation of the Training Academies. 

The Training Division was formed in 1998, and is staffed by four (4) administrative 

personnel and several supporting instructors and staff.   

TRAINING DIVISION MISSION STATEMENT, GOALS, AND VALUES 

 “Live to Train….Train to Live” 

All instructors will have as their primary responsibility to support and further the 

following program mission, goals, and values.  To accomplish this mission, the 

Training Division will: 

 Provide education and training curricula designed to meet or exceed state and 

national standards for Fire and EMS education. 

 Support public service and private emergency services in Frederick County and 

its surrounding communities by educating and training personnel interested in 

working as a public safety worker. 

 Foster interest in emergency management and research. 
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 Support the mission of the Virginia Department of Fire Programs (VDFP), the 

Virginia Department of Emergency Management (VDEM), and the Virginia Office 

of Emergency Medical Services (VOEMS) in saving the lives and property of 

those living, working, and traveling in the Commonwealth of Virginia. 

 Ensure that students are familiar with cutting-edge technology in emergency 

response by monitoring advancements in the fields of Fire and EMS response. 

 Prepare students for the challenges of the Fire and Rescue Service and 

changes they will encounter during their career. 

Goals:  To graduate certified students  who are well-prepared, competent, entry-level 

state and nationally-certified providers capable of providing emergency services to 

the citizens.  The values that support the mission and goals of the Training Division, 

and the foundation for achieving these goals include: 

 Promoting the Fire and EMS Programs as a profession through faculty 

emulation and cultivation of the following values; honesty, integrity, 

competence, self-evaluation, compassion, and placing the interest of those 

that served above their own. 

 Fostering a nurturing environment that will attract a diverse Instructor body 

committed to excellence when providing emergency services.  

 Developing on-going professional relationships between the Fire and EMS 

Programs and the community. 

 Providing development opportunities among professional and para-

professional faculty members in order to facilitate and understand, and 

respect for each other’s roles, responsibilities, and capabilities. 

 Serve as a professional resource advancing emergency services through 

curriculum development, research, and community projects. 

CURRICULUM 

All curriculum is developed and delivered based upon instructional information 

provided the appropriate educational governing body. 

The firefighter curriculum will be that of the National Fire Protection Association 

(NFPA) 1001, Standard for Firefighter Professional Qualifications, 2013 edition.  The 

Basic and Advanced Life Support curriculum will be that of the National Emergency 

Medical Services Education Standards developed by the United States Department of 

Transportation (USDOT), and the National Highway Traffic Safety Administration 

(NHTSA).  These standards are the basis for the knowledge, skills, abilities, and 

attitudes delivered through a variety of education and training methods, consistent 

with the Fire and EMS Education Agendas for the Future. 

EMS PROGRAM ACCREDIT ATION 

The Basic and Advanced EMS Academy Courses are accredited by the Virginia 

Department of Health, Office of Emergency Medical Services 

(http://www.vdh.virginia.gov/OEMS) upon the recommendation of Division of 

Educational Development, Virginia Office of EMS, 1041 Technology Park Drive, Glen 

Allen, Virginia 23059-4500 – 804-888-9100, www.vdh.virginia.gov/oems. 

AUTHORITY TO OFFER EDUCATION 

In accordance with the rules and regulations of the NFPA, the firefighter program of 

the Training Division derives its authority to conduct firefighter courses, which can 

lead to state and national certifications as Firefighter I and II through the Virginia 

Department of Fire Programs. 

In accordance with the Virginia Emergency Medical Services Rules and Regulations, 

the EMS programs of the Training Division derives its authority to conduct 

prehospital basic and advanced life support courses, which can lead to both state 

http://www.vdh.virginia.gov/OEMS
http://www.vdh.virginia.gov/oems
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and national certifications as prehospital providers, through the Virginia Office of 

Emergency Medical Services and the National Registry of Emergency Medical 

Technicians. 

FIREFIGHTER REQUIREMENTS AND RESPONSIBIL ITIES 

Information on requirements for entry-level firefighter certification and other fire-

related courses can be found online at: 

http://vafire.com/training/become_a_firefighter.htm 

EMS SCOPE OF PRACTICE  

The scope of practice for both basic and advanced life support prehospital providers 

is found in the Virginia Emergency Medical Services Rules and Regulations document, 

which can be found online at: 

http://www.vdh.virginia.gov/OEMS/Files_Page/regulation/2012EMSRegulations.pdf. 

TRAINING DIVISION PROGRAM FACULTY AND ST AFF DIRECTORY 

 

         

Deputy Chief, Training Division 

 

Ricky A. Catlett, AEMT   504-6450 rcatlett@fcva.us  

Firefighter Program Director 

 

Kelly R. Whitacre, AAS, NRP   504-6452 kwhitacr@fcva.us 

EMS Program Director 

 

Joel T. Grant, MD    868-4100 DrJoel2001@verizon.net 

EMS Program Medical Director 

 

Preston D. (Dean) Grubbs, NRP  665-6388 pgrubbs@fcva.us  

EMS Program Clinical Education Advisor 

 

Rebecca L. Meyle    504-6907 rmeyle@fcva.us   

Training Division Secretary 

TRAINING DIVISION PROGRAMS LINE OF AUTHORITY  

The Training Division programs line of authority and manning table can be found in 

Appendix A of this manual. 

COMMUNICATIONS WITH FACULTY AND STAFF 

Training division staff members may be contacted by: 

1. Use email addresses listed as primary means of contact since most faculty 

members may be out of their offices during daytime or normal business hours. 

2. Calling the phone number listed and speaking directly to the staff member, or 

leaving a detailed voice mail. 

CLASSROOM TELEPHONES 

Telephones are located in the kitchen area of the classroom and in various offices 

within the Fire and Rescue Department, Emergency Operations Center (EOC), and 

Break Rooms.  Instructors  are permitted to use a telephone as long as it does not 

interfere with classroom or practical skills instruction. 

http://vafire.com/training/become_a_firefighter.htm
http://www.vdh.virginia.gov/OEMS/Files_Page/regulation/2012EMSRegulations.pdf
mailto:rcatlett@fcva.us
mailto:kwhitacr@fcva.us
mailto:DrJoel2001@verizon.net
mailto:pgrubbs@fcva.us
mailto:rmeyle@fcva.us


7 | P a g e  
 

INTERNET RESOURCES  

  SOCIAL MEDIA 

Staff is  encouraged to follow the department’s Facebook and Twitter 

accounts to receive departmental updates and emergency communications. 

 
   

Frederick County Fire and Rescue 

 

FCFireRescue 

  

 INSTRUCTOR EMAIL 

All Instructors assisting with the instruction of any Training Division program 

will be required to obtain and maintain a working email account throughout 

their involvement of a course.  Instructors are responsible for notifying the 

respective Fire or EMS Program Director anytime their email addresses 

change.  Free email accounts can be created using Gmail, Outlook, and Yahoo! 

Mail services. 

As this is a primary means of communications with Training Division staff, 

Instructors  must check their email accounts at least once a day for important 

information and announcements. 

  TEACH.FCFRD.COM (ONEDRIVE CLOUD STORAGE SITE) 

Academy Instructors can use the Department’s online storage site  in order to 

access Powerpoints,lesson plans and practical assignments.     

  LEARNING MANAGEMENT SYSTEM (LMS) / ONLINE GRADEBOOK 

Academy Instructors can be issued access to the Department’s learning system 

in order to access files and assignments for academy courses.   Instructors 

may be assigned to assist with assignment creation, including homework, 

quizzes and tests.   Instructors shall keep all access information private in 

order to maintain security. 

INCLEMENT WEATHER CLOSINGS AND DELAYS 

Regular classes and clinical rotations will be held unless severe weather could 

cause hazardous traffic conditions.  In the event of severe weather, Instructors will 

be notified via email, the Department’s social media accounts, and a general 

announcement from each jurisdiction’s Emergency Communications Center that has 

participating Instructors  in classes.  Closings are made independently from those of 

Public School Systems served by each academy and class, so Instructors  should 

check their email and department social media for updates.  

In the event of closure, Instructors  are not required to attend any class-scheduled 

events for that day and will be notified by the Course Coordinator of the 

rescheduled class session as soon as possible.   Closures will also be posted on the 

department’s Facebook and Twitter accounts. 

DIVISION FACILITIES AND LEARNING RESOURCES 

The Training Division utilizes the classroom area of the Frederick County Public 

Safety Building as its primary instructional site.  Instructors  are limited to the 

classroom area unless access is previously established or arranged by Training 

Division staff.  The building and parking area of the Public Safety Building is a “No 

Tobacco / Vapor Products/ Smoking” environment.   Instructors  are permitted to use 
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of/ smoking of  tobacco or vapor products only on the sidewalk areas of 

Coverstone Drive. 

Regional training centers maintained by the City of Winchester, and the Counties of 

Shenandoah, Loudoun, and Prince William, are used by the Training Division to conduct 

practical exercises.   As we are considered “Guests” of the controlling jurisdictions, 

all classroom rules and regulations will be followed by Instructors while training 

is conducted.  Use of / Smoking of tobacco or vapor products IS NOT permitted on 

any training grounds or its surrounding properties. 

Instructors  who disobey any rules or regulations while at the Public Safety Building 

or a training facility will be first warned of the improper activity by a Training Division 

officer.  Any future warning could result in a written reprimand that could include 

the staff member becoming excluded from further class instruction/ precepting 

opportunities. 

TEXTBOOKS AND NOTEBOOKS / TABLETS 

Required textbooks / tablets and notebooks for each course will be available for 

review either in paper or electronic form.   Instructors  are required to review these 

materials and classroom instructional materials prior to the day of classroom 

instruction or clinical rotation.  Instructors  are encouraged to take notes or 

highlight information in the textbook to assist with instruction.   All materials are 

maintained on the Training Division’s OneDrive “Cloud” site @ teach.fcfrd.com.  

Use of County wi-fi internet access shall be authorized and controlled by the 

Frederick County Internet Usage Policy.  Instructors  who disobey these rules will be 

first warned of the improper activity by a Training Division officer.  Any future 

warning could result in a written reprimand that could include the staff member 

becoming excluded from further class instruction/ precepting opportunities. 

  

file://///fire-2/Documents/Training%20Division/Training%20Shared%20Documents/EMS%20Academy/AEMT%20Course%20(Pilot)/teach.fcfrd.com
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SECTION 2 -  INSTRUCTOR RESPONSIBILITIES  

There are specific requirements that must be completed based upon each Training 

Division program.  It is the responsibility of each instructor to ensure that the 

following requirements are met in order to be allowed to assist with a fire or ems 

instructional program. 

BASIC CARDIAC LIFE SUPPORT (BCLS) / CARDIOPULMO NARY RESUSCITATION (CPR)  

All Instructors are required to submit a copy of a current CPR card that meets the 

requirements of the Virginia Department of Fire Programs (VDFP) and Virginia Office 

of Emergency Medical Services (VOEMS).   Instructors who do not have a valid card 

prior to the first day of actual program instruction will not be permitted to assist 

with the class and may be removed from instructor cadre list. 

The following courses are accepted by VDFP and VOEMS to meet the CPR 

requirements for certification: 

 American Heart Association – Basic Cardiac Life Support “Healthcare 

Provider” 

 American Red Cross – “CPR/AED for the Professional Rescuer and 

Healthcare Provider” or “CPR/AED for Lifeguards” 

 American Safety and Health Institute – “CPR-PRO” 

 Emergency Care and Safety Institute – “Professional Rescue / Healthcare 

Provider CPR and AED” 

 EMS Safety Services, Inc. – “CPR/AED for Professional Rescuers” 

 Military Training Network – “Healthcare Provider” 

 National Safety Council – “Healthcare and Professional Rescuer” 

 ProCPR – “Healthcare Provider” 

INSTRUCTOR CREDITIAL S 

All instructors are required to submit a copy of current instructor certifications 

that meet the requirements necessary for assisting with any Fire and / or EMS 

program.   These certifications will be maintained by the instructor while assisting 

with a program and any instructor update necessary for certification will be 

completed by the instructor before being selected to assist with program 

instruction. 

If an instructor provides students with information that is contradicted to textbook 

or course outlines, the Program Director for the course shall contact the 

instructor of the inaccuracy and require immediate correction to be provided to the 

students of the course.   Continual instances of inaccurate instruction provided by 

an instructor may result in the instructor being removed from the instructor cadre 

list. 

PROVIDER AFFILIATION 

Instructors assisting with a Fire or EMS educational program are not required to be 

active members of a fire and rescue organization.   

If an instructor does not have an affiliation with a fire and/or rescue organization, 

the insructor is required to supply their own medical and liability insurance, covering 

injuries and accidents that could occur while training.  For Fire Program 

Instructors, acceptable structural firefighting clothing must be supplied by their 

volunteer company or their workplace, otherwise the instructor will not be 

permitted to assist with any practical exercise where such equipment is required. 
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CRIMINAL BACKGROUND INVESTIGATION AND DRUG TESTING 

Instructors assisting with any program are subject to criminal background 

investigations and drug testing; both are conducted by independent contractors.  If 

required, the criminal background investigation and drug testing must be completed 

by the date set by the Fire or EMS Program Director.  Instructors who do not 

complete these requirements by the published deadline will not be permitted to assist 

with instruction. 

Instructors are advised that any adverse report from either the background 

investigation or drug testing will automatically disqualify them from participating in 

ANY and ALL instruction.  .  There are no exceptions to this policy. 

The vendor used for criminal background investigations will conduct the required 

searches and compare findings against the following criteria: 

 Adult or child sexual offenses 

 Adult, child, or elder abuse / neglect 

 Assault and/or battery 

 Fraud 

 Narcotics or other drugs, including prescription drugs 

 Felonies of any type 

CERTIFICATION REQUIREMENTS 

Instructors assisting in a training program are responsible for knowing the 

requirements for eligibility to take state and/or national certification examinations.  

Information regarding successful course / program requirements may be found in 

this document, as well as individual course syllabi.  Additional requirements for state 

and/or national certification can be found on the following websites: 

 State Agencies: 

  Fire Programs – www.vafire.com 

  EMS Programs – www.vdh.virginia.gov/oems 

 National Organizations: 

  Fire (ProBoard) – www.theproboard.com 

  Fire (IFSAC) – www.ifsac.org  

EMS (National Registry) – www.nremt.org.  

HEALTH AND IMMUNIZATIONS 

 

While all Instructors are expected or recommended to be properly vaccinated 

against childhood and other various diseases, it is currently not a requirement of the 

training division that all Instructors be currently vaccinated. 

CREATING A POSITIVE LEARNING ENVIRONMENT  

It is important for instructors to establish and maintain a positive learning 

environment.   This can be accomplished in several ways: 

 Instruct in the Positive.   This allows students to learn and 

respond to directions more quickly and easily.  Tell the student 

what you want them to do, not what you do not want them to do.  

This will be difficult in the beginning and will take practice.  

However, the results will be rewarding.  Positive instruction is 

nurturing; Negative instruction is controlling. 

http://www.vafire.com/
http://www.vdh.virginia.gov/oems
http://www.theproboard.com/
http://www.ifsac.org/
http://www.nremt.org/
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 Counsel in the positive.  In discussion with the students, tell 

them: 

o What went well 

o What needs revision 

o How to fix the skill or behavior 

o Be an advocate for your student 

o Be the intermediary between students. 

o Praise in public, Critique in private 

o Maintain confidentiality for all Instructors. 

Keep in mind your behaviors have a significant impact on the behavior 

and attitude of the student.  For example, your silence and distance are 

perceived by the student as an indication they have done something 

wrong.  Always be honest with them.  If you are upset with the student 

and need time to reflect, tell them.  If you are angry about something 

else and need time to calm down., tell them that. 

PROGRAM COMPLETION, AWARDS, AND GRADUATION CEREMONY 

Graduation is held at the end of the academies.  Instructors are encouraged to attend 

this ceremony in recognition of assisting with course of study, and to celebrate 

Instructor, staff and class achievements. 

Dress Code:    

 Departmental “Class B” Dress shirt (“Class A” blouse if owned), black or blue 

pants, dark shoes. 

 If not affiliated with a department, appropriate casual clothing is acceptable. 

During the ceremony, awards will be presented to the following individuals: 

Top Academic Achievement – Student with highest grade point average (GPA) 

for each program. 

Top Recruit Award – Student selected by their classmates for each program 

who is the best representative of the certification program, judged by their 

participation in the program, willingness to learn and help others. 

Zachary T. Whitacre Top Performance Award – Special award given to a 

graduating Student that is selected by the Training Division Staff and faculty 

who best exemplifies the nature of a dedicated responder.  It is an award that is 

given in memory of Firefighter Zachary T. Whitacre who died in the line of duty 

on February 13, 2012. 
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SECTION 4 -  ADMINISTRATIVE POLICIES 

DRESS CODE AND UNIFORMS 

Instructors are reminded that one of the many priorities of emergency services is the 

professional presentation that one makes upon entering the scene of an emergency 

or in taking part in public activities of their department.  Therefore, instructors shall 

wear department-issued polo shirt, t-shirt and/or job-shirt/ sweatshirt when 

instructing.  Instructors will also be required to wear navy pants (Jeans are not 

permitted) and black “steel-toed” shoes / sneakers.   Shorts are not permitted in the 

training environment. 

Instructors should arrive to class sessions on time, well-groomed, and shall pay 

special attention to their personal hygiene. The following information generalizes 

the grooming standards applicable to the training environment: 

o Hair shall be arranged in such a way so it does not create any personal safety issue 

and does not interfere with wearing of protective masks and safety goggles.    

o Sideburns shall be kept trimmed and not extend beyond the lowest part of the 

earlobe. 

o Facial hair is permitted, as long as: 

o Mustaches shall be neatly trimmed, and not extend more than one inch (1”) 

below the corners of the mouth. 

o For Fire Academy Instructors Only:  Beards or goatees shall not be permitted. 

o For EMS Academy Instructors Only:  Beards or goatees are permitted as long 

as they are kept neat and not messy, or extend to the chest when the head is in a 

neutral position. 

o Instructors should wear a watch with a second-hand (or digital reading), bring a 

stethoscope, pen light, a small note pad with pen, and fisdap® log-on information to 

each clinical session to complete patient assessment and treatment.  

o Hands must be clean and nails trimmed neatly.   

o Acrylic or other artificial nails are prohibited. Nails cannot extend more than 

¼” beyond the fingertips.   

o One ring will be permitted on each hand.   

o Only tattoo rings or tattoos on the lower arm may be uncovered, as long as the 

artwork is not obscene or profane. 

o All upper arm tattoos must be covered at all times.   

o No excessive make-up, perfume, cologne or aftershave is permitted.   

o No excessive jewelry should be worn.   

o No body piercings/ jewelry allowed.   

o Only one single-stud earring in one hole only.   

o Necklaces should be tucked into the shirt to prevent injury and minimize infection 

control hazard in the clinical setting.  

o T-shirts worn under sweatshirts/ job shirts are permitted, all other undergarments 

shall not be visible at any time. 

o No ball caps are to be worn in the facilities. 

Instructors who do not meet this requirement shall be asked to leave the class or 

field internship until the situation is corrected.   

The Fire / EMS Program Director shall have the authority to determine whether an 

instructor’s attire and/or personal appearance meets the description and the spirit 

of this policy, and shall be responsible for taking necessary action to correct any 

problems should they occur. 

CLASSROOM ETIQUETTE  

The Training Division is required to provide a safe, positive, and effective learning 

environment.  Instructors are expected to conduct themselves in a civilized and 

respectful manner at all times.  Each instructor is responsible for their individual 

conduct, and for assisting other instructors in maintaining the good order of the 

educational environment.  The course instructor and Fire / EMS Program Director 
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maintain the authority in the classroom to enforce such discipline as is necessary to 

achieve the goal of educational excellence.  Disruptive Instructors who do not meet 

the standard of these policies will be asked to leave the class, and could result in a 

written reprimand that could include the staff member becoming excluded from 

further class instruction/ precepting opportunities.. 

ATTENDANCE, PUNCTUALITY, AND ABESEETISM 

All Instructors are required to arrive to all classes within thirty (30) minutes of the 

start of the class they are scheduled for.  While the Training Division understands 

circumstances arise and that an Instructor may have to miss a session, it is somewhat 

difficult to quickly arrange other Instructors for Instruction.   In the event that an 

Instructor cannot attend a class session, they must contact the Program Director 

within twelve (12) hours of the start of the class session.  This allows for 

arrangements to be made with other instructors to take care of the class, or if the 

session must be postponed.   Failure of the Instructor to contact the course’s 

Program Director within the required timeframe could  result in a written reprimand 

that could include the instructor becoming excluded from further class instruction 

opportunities. 

Class Schedule Start/ End Times: 

 Weekday (Monday through Friday) 18:30 – 22:30 hours* 

 Weekend (Saturday and Sunday) 08:00 – 17:00 hours** 

* Weeknight end times subject to adjustment based upon class session.   

**Weekend start and end times subject to adjustment based upon class session. 

ELECTRONIC NOTIFICATION DEVICES 

The use of electronic notification devices during classroom lecture, discussion, or 

practical sessions, including, but not limited to cellular telephones, pagers, 

personal digital assistants (PDA’s) and so forth disrupt the good order of the 

classroom, and disturb both the students and other Instructors.  Texting, Twittering, 

blogging, and any similar activities is strictly prohibited when class and practice is 

being conducted.  Telephone calls should be made outside of classroom or practical 

areas so as not to disturb other students and instructors.  Telephone calls should 

be made only during breaks, and be limited to the ten (10) minutes for a break.  

Therefore, all electronic notification devices will be turned OFF or in “vibrate-only” 

mode during class.  Exceptions to this policy will be granted only by the lead 

instructor on a case-by-case basis.  Laptop computers and tablets may be used for the 

sole purpose of note-taking, however, web / net surfing and online / offline game 

play will not be tolerated during class.  Any Instructor who violates these policies 

may be subject to disciplinary action at the discretion of the primary course 

instructor or Fire / EMS Program Director. 

AUDIO RECORDING OF CLASSROOM SESSIONS 

Instructors who wish to electronically record their classroom lecture MUST notify 

the course’s program director of their intentions.  under no circumstances will audio 

recordings be converted into any type of media including posting to social media 

websites.  Visual recordings of the presentation are strictly prohibited. 

SOCIAL MEDIA NETWORKING 

Instructors in any Training Division program will follow and conform to a standard 

for social networking during class.  All electronic, or any other communications by 

Instructors with students at any time shall be professional, consistent with 

standards and curriculum of the Training Division, and limited to information that is 

class–related and necessary for both the instructor and student.   



14 | P a g e  
 

The Training Division is aware that unacceptable published content and/or 

inappropriate communication between parties may adversely affect the reputation and 

career of instructors and students.  Training Division instructors are expected to be 

role models for students, and are expected to be of similar to their fellow 

Instructors.  Everyone must realize that once electronic communications and 

information is posted or published online, a digital imprint is created and is nearly 

impossible to retract.  Therefore, it is the intnt of the Frederick County Fire and 

Rescue Department – Training Division to make all employees, Instructors and 

students aware of the expectations, and the procedures in regard to the proper use 

of all telecommunication devices and computers when communicating with others. 

In all use of personal social networking sites, Instructors should: 

 Maintain appropriate professional boundaries and authority as a 

classroom instructor; 

 Practice online reputation management by considering the personal, 

professional, and social impact of what you post; 

 Establish appropriate privacy settings to limit access to personal 

information contained on your social networking site; 

 Establish social networking relationships with caution and consider 

limiting access to personal social networking sites to those who post 

inappropriate content; 

 Recognize that individuals may not exercise good judgment and may use 

social media inappropriately; 

 Avoid the appearance of impropriety; 

 Refrain from posting negative information about students, other 

instructors, and departments / divisions; 

 Refrain from uploading inappropriate content; 

 Exercise caution when posting links to other internet or social 

networking sites and consider ad-free sites for hosting videos to 

eliminate inadvertent access to inappropriate advertisements and 

content. 

Training Division administration periodically searches the internet for breaches in its 

social networking and privacy policies.  This regulation is not intended to limit the 

proper use of technology as an effective teaching tool.  Everyone is expected to use 

technology and web-based resources to support learning and enhance instruction. 

The use of technology resources for instructional purposes may require online 

collaboration between instructors and/or the students.  All web-based resources 

and communication tools must be used in a safe and responsible manner.   

Anyone who has a reason to suspect that inappropriate communication is occurring 

between an instructor and student, or an instructor and another instructor shall 

report the matter immediately to their Fire or EMS Program Director, or the Training 

Division Deputy Chief. 

 

 

SEXUAL ASSAULT AND HARASSMENT POLICY, BEHAVIORS RESULTING IN DISMISSAL FROM 

PROGRAMS 

No Instructors shall engage or attempt to engage in any form of violence directed 

towards another person, group, or self.  No Instructor shall threaten anyone else 

with physical harm, direct obscenities towards them, or engage in any activity that 

could be reasonably anticipated to provoke a violent reaction from that individual.  

Behaviors that present a threat or a potential danger to a training program are 

defined as, but not limited to:  

 



15 | P a g e  
 

THREATENING BEHAVIOR (INCLUDING BUT NOT LIMITED TO):  

o Physical actions short of actual contact / injury (i.e., moving closer 

aggressively, waving arms or fists, raising tone of voice, or yelling in an 

aggressive or threatening manner).  

o Oral or written threats to harm people or their property (i.e., “you better 

watch your back” or “I’ll get you”), including the use of any electronic means 

of communication.  

o Implicit threats (i.e. “you’ll be sorry” or “this isn’t over yet”).  

VIOLENT BEHAVIOR (INCLUDING BUT NOT LIMITED TO):   

o Intentionally acting in a manner that in any way endangers the safety of 

others.  

o Any physical assault, with or without weapons.  

o Behavior that a reasonable person would interpret as being physically 

aggressive (i.e. destruction of property, pounding on a desk or door, or 

throwing objects in a threatening manner).  

o Specific threats to inflict harm (e.g. a threat to shoot a named individual).  

o Use of any object to attack or intimidate another person. 

o Interfering with an individual’s legal rights of movement or expression.  

INTIMIDATING BEHAVIOR (INCLUDING BUT NOT LIMITED TO):  

o Intimidation of any kind that results in an individual’s fear for his / her 

personal safety.  

o Engaging in stalking behavior.  

o Behavior that is reasonably perceived to be frightening, coercing, or inducing 

distress to any member of the training program.  

DISRUPTIVE BEHAVIOR (INCLUDING BUT NOT L IMITED TO):  

o Verbally intimidating, threatening, or abusing any person or persons in the 

training program environment.  

o Physically intimidating, threatening, abusing, or assaulting others.  

o Disorderly or abusive behavior that interferes with the rights of others or 

obstructs the teaching or learning environment or business of the Training 

Division.  

o Making inappropriate and incessant demands for time and attention from 

Training Division personnel, instructors, or students.  

o Inappropriate use of Training Division facilities or resources.  

o Theft or damage to Training Division property. 

Violations of these prohibitions may also be punishable by relevant law enforcement 

authorities.  

WEAPONS  

No Instructor shall keep, use, possess, display, or carry any rifle, shotgun, handgun, 

knife, other edged weapon, or other lethal or dangerous instrument capable of 

maiming and/or casting a projectile by air, gas, explosion, or mechanical means on any 

property owned or operated by the Training Division.  This violation extends to include 

any realistic facsimiles of a weapon.  These conditions are met if the weapon is on 

one’s person or not concealed in their vehicle.  Violations of these prohibitions may 

also be punishable by relevant law enforcement authorities. 
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OFF CAMPUS INSTRUCTOR CODE OF CONDUCT  

Instructors are accountable for their conduct regardless of where it takes place, 

on or off the Training Division property.  Instructors are discouraged from wearing 

their department or instructor uniforms when outside of class.   

Behavior which reflects badly on the Training Division, affliatied departments, or its 

mission including, but not limited to:  

 high-risk use of alcohol 

 drug use, violent actions 

 any behavior which compromises health, safety, and academic success.    

DISCIPLINARY PROCEDURES  

All Instructors are afforded the right to due process for any violation.  

This process is defined below:  

A. Any academic or administrative official, faculty member, or Instructor may 

file a complaint against any Instructor for misconduct.  In extraordinary 

circumstances, the accused Instructor may be indefinitely suspended 

pending consideration of the case.  Such suspension shall not exceed a 

reasonable time.  

1. Any administrator, Training Division personnel, instructor, or 

student wishing to file complaints against a Training Division 

employee must follow a separate protocol as outlined in the 

Frederick County’s Human Resource Policy Manual.  

 

B. When the Fire / EMS Program Director (or designee) receives information 

that a Instructor has allegedly violated a rule, regulation, policy, or 

procedure, the Fire / EMS Program Director (or designee) shall investigate 

the alleged violation.  After completing the preliminary investigation, the 

Fire / EMS Program Director (or designee) may:  

i. Dismiss the allegation as unfounded or 

ii. Determine if the severity and nature of the problem necessitates a 

Instructor conference.  

If a conference is deemed necessary, the Instructor will meet with the Fire 

/ EMS Program Director to remediate the situation.  The Fire / EMS 

Program Director will inform the Instructor of the alleged violation of 

the Instructor Code of Conduct.  

C. The Deputy Chief of the Training Division and/or the Fire / EMS Program 

Director may take immediate interim disciplinary actions, suspend the right 

of the Instructor to be present on Training Division property and to attend 

classes, or otherwise alter the status of a Instructor for violation of 

rules, regulations, policies, or procedures when the Instructor is a clear 

or present danger to himself / herself or others, or if such action is in the 

best interest of the Training Division.  The Training Division reserves the 

right at all times to take such prompt action as may be needed to preserve 

the peace, integrity, and safety of the educational process and the training 

environment.  

DISPOSITION OF A VIOLATION  

As a result of the Instructor conference, the Fire / EMS Program Director may 

select one of the following as a course of action: 

A. Proceed administratively if it is determined that facts of the alleged 

violation are not in dispute.  

B. Proceed administratively if it is determined that the facts of the alleged 

violation are in dispute and must be further probed by the Fire / EMS 

Program Director (or designee); or 
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C. Refer the case to a disciplinary hearing by preparing a formal complaint 

based on the allegation along with a list of witnesses and documentary 

evidence supporting the allegations (see “Hearing” section). 

When the facts are not in dispute, the Fire / EMS Program Director (or designee) may 

administratively dispose of any violation.  

A. In administratively disposing of a violation, the Fire / EMS Program 

Director (or designee) may impose any disciplinary action authorized under 

the section entitled “Sanctions.”  

B. If a Instructor accepts administrative disposition, he / she will sign a 

statement that he / she understands the nature of the charges and the 

penalty imposed.  The statement also includes the Instructor’s 

acknowledgement that he / she waives the right to a hearing and the right 

to appeal.  

C. The Fire / EMS Program Director (or designee) will prepare a written 

summary of each administrative disposition of a violation and forward a 

copy to the Instructor and to other appropriate administrative personnel.  

If the facts of the alleged violation are in dispute and require additional probing, the 

Deputy Chief of the Training Division may elect to gather additional information 

concerning the allegation or to administratively dispose of the violation.  

A. If the Deputy Chief elects to gather more information, follow-up with the 

accused Instructor must occur within ten (10) calendar days of the 

Instructor conference.  

B. If a Instructor disputes the facts of the charges, but accepts 

administrative disposition, he / she will sign a statement that he / she 

understands the nature of the charges and the penalty imposed.  The 

statement also includes the Instructor’s acknowledgement that he / she 

waives the right to a hearing and the right to appeal.  

C. The Fire / EMS Program Director (or designee) will prepare a written 

summary of each administrative disposition of a violation and forward a 

copy to the Instructor and to other appropriate administrative personnel.  

D. A Instructor may refuse administrative disposition of the alleged violation 

and on refusal is entitled to a hearing.  If this is the case, the steps 

outlined in the following section, titled “Hearing,” will be followed.  

The Fire / EMS Program Director (or designee) may refer the case directly to a 

disciplinary hearing.  If this is the case, the steps outlined in the following section, 

titled “Hearing,” will be followed.  

HEARING  

All appeals shall be conducted in accordance with the Grievance Policy and 

Procedure section of the County of Frederick’s Human Resource Policy Manual. (see 

Appendix D). 

WITHDRAWL FROM INSTRUCTOR CADRE 

Any Instructor who withdraws from any course must immediately, verbally or in 

writing, notify the Fire / EMS Program Director as to the reasons for withdrawing 

from the course.  From the date of the change of status, the Instructor will not be 

allowed to assist with lecture classes or attend any practical training of the 

program. 

PUBLIC SAFETY AGENCY EMPLOYMENT WHILE ASSISTING WITH A PROGRAM 

Instructors who are scheduled for work at their primary source of employment on a 

day that they have also scheduled to assist with instruction must contact the Fire or 

EMS Program Director within twelve (12) hours of the start of the class session so 
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that arrangements can be made with other instructors to take care of the class, or if 

the session must be postponed.   Failure of the Instructor to not contact the 

course’s Program Director within the required timeframe could  result in a written 

reprimand that could include the instructor becoming excluded from further class 

instruction opportunities. 

If an instructor is assisting with practical sessions and working at their primary 

source of employment during the session, they must notify the class session’s lead 

instructor of the situation and make arrangements with the lead instructor should 

they be dispatched to an incident during the session.  

RETURNING TO THE PRO GRAM THROUGH RE-INSTATEMENT  

Reinstatement applies to any Instructor, in good academic standing, who withdrew or 

stopped assisting with a program that has been absent for less than one (1) year.  

Returning Instructors in this category will be required to obtain the Fire / EMS 

Program Director’s permission to assist the class. 

Instructors who were dismissed from the program for reasons of academic integrity 

or egregious violations of program policy, local / state, civil or criminal law, or 

regulations will not be considered for re-instatement. 

LETTERS OF VERIFICATION 

Instructors who require a letter of verification for academic, employment, or military 

purposes must request this letter, in writing, from their respective Fire / EMS 

Program Director at least two (2) weeks before the letter is needed.  Letters of 

verification will not be processed in any less time.  The Instructor is responsible for 

forwarding the complete name, title, mailing address, and the exact purpose of the 

letter of verification to their respective Fire / EMS Program Director along with the 

request. 
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APPENDIX A -  TRAINING DIVISION HIERARCHY 

  
Fire and Rescue Chief 

Dennis D. Linaburg 

 

Training Division Deputy Chief 

 

Secretary I / Clinical Coordinator 

Rebecca L. Meyle 

 

Fire Training Officer 

Lt. Ricky A. Catlett 

 

EMS Program Director 

Lt. Kelly R. Whitacre 

 

 

Assisting Instructors 

 

Clinical Educator 

Preston D. Grubbs 

 

Clinical Preceptors 

 

Students 

 

Medical Director 

Joel T. Grant, M.D. 
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APPENDIX B -  AUDIO RECORDING OF CLASS SESSIONS 

 

Date: _________________________, 20_______ 

 

I, _______________________________________ have been given permission by the Fire / EMS  Program    

                                         (STUDENT NAME) 

Director to make audio recordings of classroom sessions.  I affirm that the recordings are  

 

for my personal study use only.  Recordings will not be shared with any other students, or  

 

converted to any other type of media including posting on social media websites. 

 

 

I agree and understand that any violation of this agreement between the Fire Program  

 

Director / EMS Programs Director and myself may lead to sanctions of the Training Division  

 

Honor Code and Student Code of Conduct.  I further agree and understand violations may  

 

result in disciplinary and/or legal action against me. 

 

 

 

_______________________________________________  _____________________________________________ 

            (Student’s Printed Name)                  (Fire / EMS Program Director’s Printed Name) 

 

 

_______________________________________________  _____________________________________________ 

              (Student’s Signature)                 (Fire / EMS Program Director’s Signature) 

 

 

 

 

 

 

 

Copy to: 

Student 

Fire / EMS Program Director 

Master Class File  
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APPENDIX C -   UNIVERSAL PRECAUTIONS / BLOODBORNE PATHOGENS 

 

Purpose:  The Frederick County Fire and Rescue Department recognizes that many of its 

employees / volunteer personnel / students are involved in job responsibilities that may 

place them at risk for direct contact with blood and other potentially infectious materials.  

It is the goal of the Fire and Rescue Department to strive to reduce exposure in the employee 

/ volunteer personnel / student population and thus reduce the incidence of occupational 

health risk.  It is also the goal of the Fire and Rescue Department to insure that the patients 

served are offered protection from infection. 

Students involved in direct patient contact will adhere to the recommended guidelines set 

forth by the Occupational Safety and Health Adminstration (OSHA) and all state and federal 

Health Agencies. 

 

Definitions: 

 

Blood means human blood, human blood components, and products made from human blood.  

 

Bloodborne Pathogens means pathogenic microorganisms that are present in human blood 

and can cause disease in humans.  These pathogens include, but are not limited to, Hepatitis B 

Virus (HBV) and Human Immunodeficiency Virus (HIV).  

 

Clinical Laboratory means a workplace where diagnostic or other screening procedures are 

performed on blood or other potentially infectious materials.  

 

Contaminated means the presence or the reasonably anticipated presence of blood or other 

potentially infectious materials on an item or surface.  

 

Contaminated Laundry means laundry which has been soiled with blood or other potentially 

infectious materials or may contain sharps.  

 

Contaminated Sharps means any contaminated object that can penetrate the skin including, 

but not limited to, needles, scalpels, broken glass, broken capillary tubes, and exposed ends 

of dental wires.  

 

Decontamination means the use of physical or chemical means to remove, inactivate, or 

destroy bloodborne pathogens on a surface or item to the point where they are no longer 

capable of transmitting infectious particles and the surface or item is rendered safe for 

handling, use, or disposal.  

 

Director means the Director of the National Institute for Occupational Safety and Health, 

U.S. Department of Health and Human Services, or designated representative.  

 

Engineering Controls means controls (e.g., sharps disposal containers, self-sheathing 

needles, safer medical devices, such as sharps with engineered sharps injury protections, and 

needleless systems) that isolate or remove the bloodborne pathogens hazard from the 

workplace.  

 

Exposure Incident means a specific eye, mouth, other mucous membrane, non-intact skin, or 

parenteral contact with blood or other potentially infectious materials that results from 

the performance of an employee's duties.  

 

Handwashing Facilities means a facility providing an adequate supply of running potable 

water, soap, and single-use towels or air-drying machines.  

 

HBV means Hepatitis B Virus.  

Healthcare Professional is a person whose legally permitted scope of practice allows him 

or her to independently perform the activities required by paragraph (f) Hepatitis B 

Vaccination and Post-exposure Evaluation and Follow-up.  

 

HIV means Human Immunodeficiency Virus.  
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Needleless systems means a device that does not use needles for:  

(1) The collection of bodily fluids or withdrawal of body fluids after initial venous or 

arterial access is established; (2) The administration of medication or fluids; or (3) Any other 

procedure involving the potential for occupational exposure to bloodborne pathogens due 

to percutaneous injuries from contaminated sharps.  

 

Occupational Exposure means reasonably anticipated skin, eye, mucous membrane, or 

parenteral contact with blood or other potentially infectious materials that may result 

from the performance of an employee's duties.  

 

Other Potentially Infectious Materials means (1) The following human body fluids: semen, 

vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, 

peritoneal fluid, amniotic fluid, saliva in dental procedures, any body fluid that is visibly 

contaminated with blood, and all body fluids in situations where it is difficult or impossible 

to differentiate between body fluids; (2) Any unfixed tissue or organ (other than intact skin) 

from a human (living or dead); and (3) HIV-containing cell or tissue cultures, organ cultures, 

and HIV- or HBV-containing culture medium or other solutions; and blood, organs, or other 

tissues from experimental animals infected with HIV or HBV.  

 

Parenteral means piercing mucous membranes or the skin barrier through such events as 

needle sticks, human bites, cuts, and abrasions.  

 

Personal Protective Equipment is specialized clothing or equipment worn by an employee for 

protection against a hazard.  General work clothes (e.g., uniforms, pants, shirts or blouses) 

not intended to function as protection against a hazard is not considered to be personal 

protective equipment.  

 

Production Facility means a facility engaged in industrial-scale, large-volume or high 

concentration production of HIV or HBV.  

 

Regulated Waste means liquid or semi-liquid blood or other potentially infectious materials; 

contaminated items that would release blood or other potentially infectious materials in a 

liquid or semi-liquid state if compressed; items that are caked with dried blood or other 

potentially infectious materials and are capable of releasing these materials during 

handling; contaminated sharps; and pathological and microbiological wastes containing 

blood or other potentially infectious materials.  

 

Research Laboratory means a laboratory producing or using research-laboratory-scale 

amounts of HIV or HBV. Research laboratories may produce high concentrations of HIV or 

HBV but not in the volume found in production facilities.  

 

Sharps with engineered sharps injury protections means a non-needle sharp or a needle 

device used for withdrawing body fluids, accessing a vein or artery, or administering 

medications or other fluids, with a built-in safety feature or mechanism that effectively 

reduces the risk of an exposure incident.  

 

Source Individual means any individual, living or dead, whose blood or other potentially 

infectious materials may be a source of occupational exposure to the employee. Examples 

include, but are not limited to, hospital and clinic patients; clients in institutions for the 

developmentally disabled; trauma victims; clients of drug and alcohol treatment facilities; 

residents of hospices and nursing homes; human remains; and individuals who donate or sell 

blood or blood components.  

 

Sterilize means the use of a physical or chemical procedure to destroy all microbial life 

including highly resistant bacterial endospores.  

 

Universal Precautions is an approach to infection control.  According to the concept of 

Universal Precautions, all human blood and certain human body fluids are treated as if 

known to be infectious for HIV, HBV, and other bloodborne pathogens.  

 

 

Work Practice Controls means controls that reduce the likelihood of exposure by altering 
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the manner in which a task is performed (e.g., prohibiting recapping of needles by a two-handed 

technique). 

In the event of a potential exposure during training (i.e. needle stick, contact between bodily 

fluids and unprotected skin): 

 

First, the student should cleanse the exposure site and follow these required steps: 

I. Protect exposed skin with appropriate bandaging. 

II. Immediately contact the duty officer for the Frederick County Fire and Rescue 

Department. 

III. The duty officer will then notify the department’s first available Designated 

Iinfection Control Officer who will coordinate with the student all documentation 

requirements for the exposure. 

a. Appropriate medical testing and treatment, as necessary, will be rendered to 

the student at the nearest medical facility. 

b. Documentation of the exposure must be completed within forty-eight (48) 

hours of the incident and forwarded to the infection control officer.  A copy 

of the exposure will be kept in the student’s file. 
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APPENDIX D - ACCEPTABLE USE GUIDELINES FOR INTERNET SERVICES 

INFORMATION TECHNOLOGIES, FREDERICK COUN TY, VIRGINIA 

 April 9, 1998 

GENERAL PRINCIPLES:  

Internet services are provided by the County of Frederick to support communications, 

the exchange of information, and the opportunity for collaborative government-

related work. The County of Frederick encourages the use of electronic 

communications by its departments and employees. Access to Internet services is a 

revocable privilege, and conformance with acceptable to use, as expressed in this 

policy, is required. The Frederick County Local Government Personnel Policies and 

Procedures applies to Internet usage, as do other existing rules and guidelines on the 

ethical behavior of government employees and the use of government resources supplied 

by the County of Frederick. 

SPECIFICALLY ACCEPTABLE USES:  

 

1. Communications and information exchange directly related to the operations and 

provision of services by Frederick County. 

2. Communication and exchange for professional development, or to maintain currency of 

training or education. 

3. Use for applying for or administering grants or contracts for the county. 

4. Use for advisory, standards, research, analysis, and professional society activities 

related to work tasks and duties. 

5. Announcement of new county regulations, ordinances, procedures, policies, rules, 

services, programs, information, or activities. 

6. Any inter-departmental exchange not requiring a high level of security. 

SPECIFICALLY UNACCEP TABLE USES:  

 

1. Use of the Internet for any purposes which violate federal, state, or local law. 

2. Use for any purposes which violate the Personnel Policies and Procedures of the Frederick 

County Local Government. 

3. Use for any for-profit activities unless specific to the County of Frederick. 

4. Use for private business, including commercial advertising. 

5. Use of the County of Frederick’s Internet services so as to interfere with or disrupt 

network users, services, or equipment. 

6. Intentionally seeking out information on, obtaining copies of, or modifying files and other 

data which are confidential under federal, state or local law, unless specifically 

authorized to do so once the legal conditions for release are satisfied. 

7. No intentional copy is to be made of any software, electronic file, program, or data 

using Frederick County provided Internet services without prior, good-faith 

determination that copying is permissible. (Any efforts to obtain such permission must 

be documented in writing from the original source.) 

8. Intentionally seeking information on, obtaining copies of, modifying files or data 

belonging to others, or electronically representing themselves as others 

without authorization of the file owner. Seeking passwords of others or the 

exchanging of passwords is prohibited. 

9. Intentionally developing programs designed to harass other users or infiltrate a 

computer or computing system and/or damage or alter the software component of 

the same. 

10. Use of fund raising or public relations activities not specifically related to the 

activities of Frederick County. 

GUIDELINES:  

 

Computer viruses on downloaded software: Any software provided from outside the 

County of Frederick government must be virus checked prior to use. Software is not to 

be downloaded from the Internet without guidance from the Director of Information 

Technologies. 



25 | P a g e  
 

Logoff (Exiting): Always make a reasonable attempt to complete the logoff or 

other termination procedure when finished using a remote, Internet-access system or 

resource. 

E-Mail security: Unencrypted electronic mail sent or received outside any department and 

on the Internet cannot be expected to be secure. 

Large file transfers and Internet capacity: The Internet connection is a shared 

resource. While routine electronic mail and file transfer activities will not impact other 

users much, large file transfers and multimedia activities will impact service levels of 

other users. Users contemplating large file transfers (over 10 megabytes per 

transfer) or interactive video activities should, to be considerate of others, schedule 

these activities early or late in the day or after regular business hours. 

Disclaimers: When using Internet services provided by Frederick County, users should 

remember that they are representing the county. 

PROCEDURES:  

The department heads are responsible for staff compliance with this policy, and for 

investigating non-compliance. When an instance of non-compliance is discovered or 

suspected, the department head will proceed in accordance with the Disciplinary 

Policy of the Personnel Policies and Procedures of the Frederick County Local 

Government. Suspension of service to users may occur when deemed necessary to 

maintain the operation and integrity of the County of Frederick Internet- work. Discipline 

may be appropriate in some cases. Criminal or civil action against users may be 

appropriate where laws are violated. 

  



26 | P a g e  
 

APPENDIX E -  GRIEVANCE POLICY AND PROCEDURE 

It shall be the policy of the Board of Supervisors to encourage resolution of 

employee problems and complaints wherein employees can freely discuss their 

concerns with immediate supervisors and upper management levels. However, to the 

extent such concerns cannot be resolved; the grievance procedure shall afford an 

immediate and fair method for the resolution of disputes which may arise between an 

agency and its employees. The grievance procedure shall include: 

DEFINITION OF GRIEVANCE 

A grievance shall be a complaint or dispute by an employee relating to his 

employment, including but not necessarily limited to (i) disciplinary action, 

including dismissals, disciplinary demotions and suspensions, provided that 

dismissals shall be grievable whenever resulting from formal discipline or 

unsatisfactory job performance; (ii) the application of personnel policies, 

procedures, rules and regulations, including the application of policies 

involving matters referred to in sub‐section (B)(iii) below; (iii) discrimination on 

the basis of race, color, creed, religion, political affiliation, age, disability, 

national origin or sex; and (iv) acts of retaliation as the result of the use of or 

participation in the grievance procedure or because the employee has complied 

with any law of the United States or of the Commonwealth, has reported any 

violation of such law to a governmental authority, has sought any change in 

law before the Congress of the United States or the General Assembly, or 

has reported an incidence of fraud, abuse, or gross mismanagement. For the 

purposes of clause (iv) the original sanction can not be increased. 

MANAGEMENT RESPONSIBIL ITIES  
Management reserves the exclusive right to manage the affairs and 

operations of County government. Accordingly, the following complaints 

are not grievable: (i) establishment and revision of wages or salaries, position 

classifications or general benefits; (ii) work activity accepted by the employee 

as a condition of employment or work activity which may reasonably be 

expected to be a part of the job content; (the measurement and assessment of 

work activity through a performance evaluation shall not be grievable except 

where the employee can show that the evaluation was arbitrary or 

capricious); (iii) the contents of ordinances, statutes or established 

personnel policies, procedures, rules and regulations; (iv) failure to 

promote except where the employee can show established promotional 

policies or procedures were not followed or applied fairly; (v) the methods, 

means and personnel by which such work activities are to be carried on; (vi) 

the hiring, promotion, transfer, assignment and retention of employees within 

the agency (provided such actions do not constitute disciplinary actions); and 

(vii) the relief of employees from duties of the agency in emergencies. In any 

grievance brought under the exception to Section 12.1 B (vi) the action 

shall be upheld upon a showing by the agency that: (i) there was a valid 

business reason for the action, and (ii) the employee was notified of such 

reason in writing prior to the effective date of the action. 

 

COVERAGE OF PERSONNEL 

All regular, full time and part time County personnel, excluding 

probationary employees, are eligible to file grievances as provided in this 

section with the following exceptions: 

1. Appointees of the Board of Supervisors including the County 

Administrator, and members of the various Boards, Commissions, 

or Agencies of the Board of Supervisors. 

2. Constitutional Officers, however, the employees of a 

Constitutional officer shall be included within the County 

grievance procedure provided that the Constitutional Officer and 

the County have both agreed that these employees shall be 
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included within the County's personnel system. 

3. Agency and/or Department Directors.  

4. Employees whose terms of employment are limited by law. 

5. Temporary, limited term and seasonal employees. An 

employee who has voluntarily resigned shall not have access to 

the County grievance procedure, except to grieve a resignation 

resulting from formal discipline, unsatisfactory job performance, 

or an involuntary resignation. Such grievance must be filed within 

thirty (30) calendar days of the dismissal date. 

Any grievance initiated by a regular, classified County employee prior to 

separation from County service may, at the employee's option, continue to be 

processed through the grievance procedure. 

After the initial filing of a written grievance, failure of either party to 

comply with all substantial procedural requirements of the grievance 

procedure without just cause will result in a decision in favor of the other 

party on any grievable issue provided the party not in compliance fails to 

correct the non‐compliance within five (5) work days of receipt of written 

notification by the other party of compliance violation. Such written 

notification by the grievant shall be made to the County Administrator. 

Failure of either party without just cause to comply with all substantial 

procedural requirements at the panel hearing shall result in a decision in 

favor of the other party. 

DETERMINATION OF GRI EVABILITY  

If some question should exist concerning the grievability of a specific 

problem and if the question cannot be resolved to the satisfaction of both 

the employee and his supervisor at the departmental level, the employee may 

within ten (10) work days make a request to the County Administrator for a 

ruling of grievability who shall respond within ten (10) work days. 

In any case, no complaint may be addressed beyond the County Administrator 

level before grievability has been determined. Only after grievability has 

been determined shall a grievance be processed through the grievance 

panel stage. Decisions of the County Administrator may be appealed by the 

employee within five (5) work days to the Frederick County Circuit Court 

for a hearing de novo on the issue of whether or not the grievance qualifies 

for a panel hearing. Proceedings for review of the decision of the County 

Administrator shall be instituted by filing a notice of appeal with the 

County Administrator within five (5) work days from the date of receipt of 

the decision and giving a copy, thereof, to all other parties. Within five (5) 

work days thereafter, the County Administrator shall transmit to the 

Clerk of the Court to which the appeal is taken a copy of the decision of 

the County Administrator, a copy of the notice of appeal, and the exhibits. A 

list of the evidence furnished to the court shall also be furnished to the 

grievant. The failure of the County Administrator to transmit the record 

within the time allowed shall not prejudice the rights of the grievant. The 

court, on motion of the grievant, may issue a writ of certiorari requiring 

the County Administrator to transmit the record on or before a certain 

date. Within thirty (30) days of receipt of such records by the clerk, the 

court, sitting without a jury, shall hear the appeal on the record 

transmitted by the County Administrator and such additional evidence as 

may be necessary to resolve any controversy as to the correctness of 

the record. The court, in its discretion, may receive such other evidence as 

the ends of justice require. The court may affirm the decisions of the County 

Administrator or may reverse or modify the decision. The decision of the 

court shall be rendered no later than the  fifteenth (15) day from the date 

of the conclusion of the hearing. The decision of the court is final and is not 

appealable. 
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GRIEVANCE PROCEDURE  

An employee wishing to file a grievance shall have the right to follow all 

steps of this procedure as listed below with complete freedom from reprisal. 

This does not, however, confer the right upon anyone to make slanderous or 

libelous statements. The use of recorders is not permitted in the management 

steps. 

STEP I An employee, who has a grievance, as defined herein, shall within 

thirty (30) calendar days of the occurrence of the action or event causing 

the grievance or of the date when the employee could have reasonably been 

expected to have learned of the act or event, contact his immediate 

supervisor for a discussion of the grievance. The supervisorshall meet with 

the employee within five (5) work days to discuss the grievance. The supervisor 

shall give the employee a reply within five (5) work days following the meeting. 

STEP II If the grievance is not resolved as a result of STEP I, the employee 

may within five (5) work days, thereafter, file a written grievance with their 

Department Head. Other arrangements for submission of a grievance such 

as a personal interview or tape recording will be made available for the 

visually‐impaired or those with motor impairments. The employee must be 

sure that the grievance is complete in all detail at this stage of the 

procedure.  The Department Head will then within five (5) work days meet with 

the employee to discuss the grievance. The Department Head will inform the 

employee in writing of his decision and the reasons therefore within five (5) 

calendar days following the meeting. 

STEP III If the Department Head's response does not resolve the grievance, 

the employee may within ten (10) work days thereafter file a written request 

for a hearing with the County Administrator containing the employee's 

explanation of what has occurred. A copy shall also be sent to the employee's 

Department Head. Upon receipt of the written request for a hearing, and 

verification that STEPS I AND II have been exhausted, the County Administrator 

shall within (5) work days schedule the hearing requested. The County 

Administrator may request the presence of the Department Head or any other 

County official at the hearing and the employee may also have a representative 

of his choice present. The County Administrator shall give the employee a 

written reply or a method understood by complainant within five (5) work 

days after the conclusion of the hearing. A copy of the reply shall be sent to 

the employee's Department Head. 

STEP IV If the County Administrator's reply does not resolve the grievance, 

the employee may within seven (7) work days, thereafter, request in writing to 

the County Administrator that his grievance be submitted to a panel hearing. 

In submitting this written request it is not necessary that the employee again 

provide a written explanation of what has occurred as this was contained in 

his written request submitted at STEP II AND III and as part of the record will 

be made available to the grievance panel. 

Within ten (10) work days after the date of the written request for a panel 

hearing, the HR Department will provide a list of at least five (5) prospective 

panel members to The Department Head and the grievant. To insure an 

impartial panel, such panel shall not be composed of any persons having 

direct involvement with the grievance being heard, or with the problem giving 

rise to the grievance; for example, the grievant, the Department Head, 

supervisors replying at any management step, representatives of the grievant 

at the third step and witnesses who have appeared at any management step. In 

addition, managers who are in a direct line of supervision of a grievant are 

also excluded from serving as panel members. Also, no attorney having direct 

involvement with the subject matter of the grievance, nor a partner, 
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associate, employee or co‐employee of such an attorney shall serve as a 

panel member. 

Furthermore, the following relatives of a participant in the grievance 

process or a participant's spouse shall not serve as panel members, i.e., 

spouse, parent, child, descendants of a child, sibling, niece, nephew and 

first cousin. 

Additionally, due to their sensitive relationships to the grievance process, 

employees in the personnel classification series shall not serve as panel 

members. Three (3) members who will constitute the panel shall be selected 

within ten (10) work days from this list ‐ one member shall be chosen by the 

Department Head; one member shall be chosen by the grievant; and the 

remaining member shall be selected by the first two appointees and shall 

serve as the chairperson. In the event that agreement cannot be reached as 

to the third panel member, the Chief Judge of the Circuit Court will select 

the third member. The panel hearing shall be scheduled to occur within thirty 

(30) calendar days from the date that the third panel member is selected.The 

panel has the responsibility to interpret the application of appropriate 

County policies and procedure in the case. It does not have prerogative to 

formulate or to change policies or procedures. 

The employee may have present at the hearing a representative or legal 

counsel at his own expense. Copies of the written record in the case from 

STEP II AND III shall be provided the panel members by the County. 

The conduct of the hearing shall be as follows:  

The County shall provide a copy of the record to the panel, the supervisor, 

and the grievant. 

A. The panel may at the beginning of the hearing ask for statements 

clarifying the issues involved. 

B. Exhibits, when offered, may be received in evidence by the panel, and 

when so received shall be marked and made part of the record. 

C. The employee and supervisor, or their representative, shall then present 

their claim and proofs and witnesses who shall submit to questions or 

other examination. The panel may at its discretion, vary this procedure 

but shall afford full and equal opportunity to all parties and witnesses 

for presentation of any material or relevant evidence. 

D. The parties may offer evidence and shall provide such additional 

evidence as the panel may deem necessary for an understanding and 

determination of the dispute. The panel shall be the judge of 

relevancy and materiality of the evidence offered. All evidence shall 

be taken in the presence of the panel and of the parties. 

E. All evidence taken by the panel shall be under oath.  

F. The majority decision of the panel shall be rendered within ten (10) work 

days of the conclusion of the hearing and shall be final and binding and 

consistent with law and written policies. 

G. The parties should not discuss the substance of any grievance or the 

problem giving rise to the grievance with any panel members prior to or 

subsequent to the hearing. Any matters requiring the attention of the 

panel should be communicated in writing with copies to all parties. 

H. The panel shall have the authority to establish such other procedures 

for the hearing as are consistent with state law. 


